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Section 1:  Sharing a Classroom Test with Individual Staff Members 
 
 

1. Login to Achievement Series and select the Classroom Area button. 
 
 

2. At the Classroom Area page, select the Class from the drop down list. 
 

 
3. Select the test that you want to share by clicking the test name.  

 

 
 

 
4. Select the Share tab and then click Edit Access List. 

 
Note: This option will allow you to share the test with specific individuals. 
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5. At the Staff Access List screen, click Edit Staff. 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

6. Enter the First and/or Last Name of the individual and then click Search. 

 
 
 
 

7. At the next screen, click Reviewer in the row containing the person’s name. 
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8. At the next screen the Access Level for the person selected is confirmed. 

The term for this individual’s Access Level Reviewer. 

 
 

 

9. Click Close when you are finished.   

 

Additional Option: 
- Click No Access to remove access to the test. 
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Section 2:  Share a Classroom Test with All School Staff Members 
 

1. Login to Achievement Series and select the Classroom Area button. 
 

2. At Classroom Area page, select the Class from the drop down list. 
 

3. Select the test that you want to share by clicking the test name.   
 

 
 
 

4. Select the Share tab and then click Edit Sharing Option. 
 
Note: This option will allow you to share the test with all school staff. 

 
 
 

5. Click Share with All Staff At the School and then click OK. 
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Section 3: Accessing and Accepting Tests That Are Shared with You 
 

1. Login to Achievement Series and select the Classroom Area button. 
 
 
2. When you arrive at the Classroom Area, select the Shared Tests tab. 

 

 
 
 

 
3. If any tests have been shared with you, they will appear on the Shared Tests tab. 

 
Click the test name to advance to the test content and other test properties. 

 
 

 

4. After clicking the test name you can view this read-only information for the test: 
Content, Properties, Options (for online testing), Share status and Standards.  
 
Click the gray edit box next to the item to view extended item information in 
read only format. Note: You can add Bias Reviews and Comments to any items. 
 
Click Close to return to the Shared Tests tab. 
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5. To accept a test that has been shared with you, then complete these steps: 
 
A. On the Classroom Area Shared Tests tab click the Copy button. 

 
 
 
 
 
 
 
 
 
 

B. Enter Test Name, Test Date and select the Class to accept the copied test. 
 

      Then click OK. 

 
 
 
 
C. The accepted test appears in the Classroom Area for the designated Class. 

 
      Click the Active button to activate test when you are ready to administer it. 
 

 
  


